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OFFICE OF ®SOWL MSMCEftHDtM NO. 20-615- 3 

SUBJECTS Civil Service Retirement 

REFERENCES: Agency Regulations cm Civil Service Retirement and Chapter 
R®5, Federal Personnel Manual 

KESGISSIOII: OEM 20.^15-2 ClG»54)# sera© subject# dated 12 February 1954 


1» ^h£s Esaoranctea establishes the procedures to be followed within tbs 
Office of Personnel In administering tbs Civil Services Retirement program,,- as 
prescribed in Agency regulations c 


2r, Retirement lafosmatioa 

a» Interviews of Headqisartars Parsons®! Fries* to the Tica of 

Separations 

(1) The Casualty Affairs Branch, Insurance and Claims Division 
(QAB/TGD) is responsible for discussing with interested emjxLcyeos 
their. prospootiv© rotirosaaot coverage, status and entitlements « 

'£b© following factors as applicable in individual cases vi-tl be 
reviewed: 
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Eligibility fee? retlrsssssfc 
(b) Length of civilian and military service 
(g) Creditability of service 
T$p@s of annuity available 


(a) 


(a) Survivor benefits 



Advantages in making voluntary contribution*, 
deposits and redeposlts 


(g) Estimated amount of tbs employe® *s annuity or refhnd 


b- 

ss 


(h) Effective retirement coverage under' Federal Emblovees 9 
Group Life Insurance (BEGLI) program 9 


Ss 
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(i) Procedure® for making application 


o 

ca 


(2) In connection with such Interviews, CAB/ICD «m provide* 
upon request, an estimate of an individual *s creditable service and, 
the potential annuity and/or refund which he may he entitled to 
receive, as of a stipulated period. When requested, CAB/IGD will also 
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viaw fcuh appose ©Mgibl® for an fjrasa£at®‘ 
m -*U1 b© raforred to OAB/IGD for- a dieeui 


disouesieis of 
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fS?AD*5ffl/?m R def«r^ fenaa^ he'^d £ SiwSDy^rlseS 
f GB/PAD 03? IB/GHJ of his rotiaastaat statue,, GB/PAD or FB/CH) 

Kl p tbsaarrasga for eat inters!©*? lgr OAS/lSD sxi©pt yhea 

inflow 02* GB/?AD ©s 

ant 

o£ mi> t ¥' ti JiJlI'eMoni»l Miter, oV«ID or »/CB5 Min armiKO fes» 

“? lndl T I * K3 '» if *» is iateraatad, afeM^atw or 
m© rollmdng eiireemetamee e.pp2ys 


„„„ ' w * *«• wBjJfl&rw me a period or periods of eor^nc© tiMeli 
W or nap wrt b® ero&ltabl® oafi/os? ha baa a period of sanrfLoe 

require a purshes© ©f aerulea credit la order to b© 
OT©ditad 9 or fully credited. 
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1st) The employee is Interested in specific retirement 
Issues such as the relative advantages in m akin g a voluntary 
contribution, and Isis eligibility for electing a survives* benefit, 

e® Vm of Attaslmaont 1 

Att&chsent 1 ulXX fee made av&il&bl© to snapOLayass retire- 

ment interviews aM @sdt interviews by CB/PAB or SS/CH) and CAB/1® 
rsspeotivelyo 

So Mvanoe Notice of Ago Retirement 

a« The Transaction® sad Records Branch* Rseerda aM Services 
Division (fRB/RSJ>) win verify the service of each esshloyea wyg&KJCibS:*g 
ssaMatsry age retirement, formation will be obtained W the Civil 
Service Commission not lees than 15 months but not acre than 2 years In 
advance* Pop this purpose* TRB/RSD will arrange with the Corresponiene® 
Sranchj RSD to prepare an appropriate letter to the Civil Service Coe^- 
mission* for signature sad tmassd.ttal hy the Jllrector of Personnel (JD/Bkv). 
Follcwlr-g receipt of the verification* TRB/RSB will, record the Infection 
oa the employee 8 3 Service Record Card (SF-7) end place the original of the 
Cc«ission®e lettfft? in the employee*® Official Barsonael Felder, Mmnm 
v@sdilcati<m of service should not b a obtained in advance of separation far 
a staff agent, 

b» Advance notice of aandatory age retirement will b© given m 
pXcyee at least om year in advance of tho date of his separation for 
retirement* (Although a ainimtsa advance notice of 60 days is specific 
by regulations of the Civil Service Commission* an advance notice of at 
least am yes? will b© given to Agency employees to facilitate their 
pleating for retirement. ) Appmdhataly 14 months prior to the du» date 
of a staff employe© *a separation* TRB/RSD will EOfcfjy GAB/IGD that tta- 
employe© *a mandatory age retirement has been vealfiod and specify the 
separation date* CAB/I® will prepare a suitable amerandtsa of advan.vsi 
notice to. the esspXcy®®, This tsmozB&tm will bs prepared for the signature 
of the D/Pesvv and will state the proposed effective date of reparable:* eai 
will sit® Section 2(e) of the Retirement Act as authority for the ret .raoento 
CHJ will •(m&mg® for the notification of a staff agent in a secure mssssro 
“When the manor andm is addressed to a staff employe© stationed at he® JU 
quarters* it will advis© the employee of the faoilitiss is GAB/2GD for pro- 
wMing a rstimaonb interview and will request uhat the emplcyeo eostaot 
OAE/ICD for the purpose of arranging an appropriate time, CHS will @ -range 
& secure interview by 0AB/1CD of a staff ag-sot stationed at hsadq uartere, 

«•■ The w^smmtm of advance notice of age retirement be sent 
through channels in duplicate to the ©sapGUjyee affect© i and a copy will be 
forwarded for inolwioa in the -employee's Official Personnel Folder, The 

’.dll contain signature lines for the employee and the appropriate 
Operating Official, who will sign the copy upon receipt* thereby actecr-L- 
that they have received notice of the prospective retirement, Xf 9 

3 
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ho vevar, the B&Vioyandtai is transmitted to as employes stationed ware ©as* 
the ©file® concerned wtU f crward notification to th® employee and will 
obtain infoaraaatioa that he has duly received the advance actios = Following 
receipt of this information fvm the field, the office eo ncemed will return 
the copy of the msmorandt® to CAB/IGD or FB/CH), ©a appropriate, with ©n 
aekacaledgesasst that the eapl ©y®e has received the notification. Upon 
notation is its records, CAB/ICO or PB/CH) will arrange for the sMsoraadhaa 
to be filed is the employee's Official Personnel Felder. 

4* Processing of Applications for Betireasent and Death Benefits 

a. Application for Retirement 

CAB/ICD will review each Application for RetiresEont, Standard 
Fora 2801, t© insure that the for® is properly executed and to dotersdis© 
if the date reported by the employs®, mica as the approximate years of 
sorvias* title of position, etc. , agrees with the official documentation 
of tho employee's Official Personnel Folder and will, contact the employee 
for any supporting papers needed or for olarifieaticn of conflicting 
information* 

{1} Items 6, 7 and 8 will bo filled oat as follows* 

(e) Item 6 - "'CIA* will he stated as the organisational 
affiliations suberdixsate units will not be shown, 

(b) Item 7 - "Sfeshingtan, B. G." will be listed as the 
place of employiasat* 

(o) Item 3 - A general position title may be used if it 
is not an organisational title or otherwise peculiar to the 
Agency. (Th® general civil setrvio© title is acceptable.) 

(2) In ary case ia which the creditability or length of service 
of the employe® is sot conclusive and there is sufficient time to 
obtain a verification of service, GAB/XCD will obtain a determination 
when security considerations permit. GAB/IGD will obtain the informs-, 
tlon by preparing a Bsssaor^diaa to th® Civil Service Commission or by 
processing a Standard Fora 2803, Application for Purchase of Service 
Credit, as appropriate. 

(3) If the application is for disability retirement, 0AB/IOB 
orlll secure the required supporting documents ftrora the Medical Staff 
and the organisational usii concerned (see Attachments 3 and 4). 

GAB/I0D will request that the description of th© disability be phrased 
in general tanas If, such disability was iaeirred in line of duty and 
is due to classified operations* The Injury should be described in 

a manner that will permit the fam to be unclassified. 
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b« Appiiijmtio&a for Iteath B©u©flts 

Whan an employee dies, CAB/XCD will review his fils to fletemins 
whether this record indicates a susvlvor or beneficiary vfao my to eligible 
for death benefits* ton applicable, CAB/ICD will forward Standard Form 
2800* Application for Death Benefits* to the survivor concerned and infer® 
Mm of the 'procedural roquimaeats isarolve& in making an application 
including the susr&seion of a certified copy of the death certificate* 

(Sc© Attaeha^at Zo) . B CIA R will be stated as the place of the d®oadsat»3 
employment and ^Washington, 0. C* R as the location* The notification 
should specify that the for®, must be returned to the Office of ftorscnmsl* 
2430 1 Street 1*W.* Washington 25, 0* G«, instead ©f to the Civil Service 
Oswie-aieffio Completed applications for death benefits will be processed 

ty gab/Igd* 


e« Final Processing of Applications for Retirement and Death 
Benefits sad Detemimtion of BEGK Sewerage 


. (1) CAB/ICD will determine whether say special, procedures or 
doeuinn&atian is required to effect secure processing of StanSard 
Farm 2300^ Application for Death Benefits, or Stodard Fora 2301s 
ipplieatios far RetlresBsat* to the Retlrsment Division* Civil Service 
Qoccdssion* Standard Fora 2806* Individual Rtoiresmt Record a»d 
Standard- Farm 2807* Register of Separations ant Transfers* will be 
sbtainsd from the Office of the Cmptroller for attaehsasat to ‘to 
application involved* Gempletad application.? will to forwarded te 
$i» B/P©rs ter ©iga&tur® and trsnesittal to the Civil Sendee Cea- 
mission in either an overt or a secure manner * as th® ettoiaratanees 
.y®|uir® ft When' purity cmsMez&ties&s so require^ application will; 
te toaS^srrled to cleared personnel is to Ccss&csion for final 
prossssiage 

(2) In ease of retirement, a cheek will be rad© ty CAB/1C0 to 
dotazsaijsa whether or not the ©i&pioye© is coffered by Federal Shiplepfas 8 
Group Life Insurance » If the employes is 'covered* and ha doss ds&ir© 
to pcm&et his coverage to an individual policy* Standard Fora 56 s . ; r "; 
Agency Cer-tifloatioa of Insurance Status* 'will be tysaaBdttei. wit?:, ah ’ 
application for retirement on an imediate annuity with 15 years of. 
servics® ' 

5,® Designation of Baasflciaiy 
a« General 

A designation of tonefiaiazy is far lusp-sma purposes only and 
does not affect the right of any spouse or dependent to receive survivor 
annuity benefits upon the death of the retired employee* A designation 
should made only if the employee wishes to name some person or persons 
not stipulated in the order of legally prescribed precedence, or In a 
different order* 
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bo Designation at Entrance on Duty 

» ,, ^B/kS'D or PB/CPD, as appropriate, will acquaint each appointee 
of che order of precedence defined by law and will advise him to execute 
Stanford Form 2303, Designation of Beneficiary* in duplicate, if he 
desires to elect the beneficiary otit of the prescribed order* 

e s Designation During Employment 

^ An employe® nay designate or redesignate a beneficiary out 
oi one prescribed order of precedence at any time by executing and 
tarwarfling two conies of Standard Fora 2303, Designation of Beneficiary. 

f ,rhe formB win te raate& for action to ‘ 

if.B/RoD or to H3/DPF? in the ease of a stiff agent* FB/CPD will 

arrange with TRB/RSD to stamp the designation and will then forward 
it to the Finance Division* 

F ur ’*' n ® an ^F'loyee’s processing for overseas assignment « 
the Central Processing Branch, RSD will advise him of his right to 
designate a beneficiary. CEB/RSD will assist interested employees 
t0 fche XOrm and then forward it for stamping to TPB/RSD 

?L n®f ap S P0p, J? te i In the latter case, t^/cpd will arrange 

i r TRB/IIjD to stamp the iorm, The ejroloyee B s cony will be forwarded 

to the office concerned for retention until the employee returns from 
overseas o 


d* 


Designation at Time of Separation for Retirement 


(1) Each employee in the Washington, D« C* area who does not 

bv P CB/MD L r 2/?S ent rGfU ?f W S n h ° leaVSS the - gency wiU b0 oJviaed 

, y l/. r Rt/CFDf as applicable, of his right to designate a 
. beneficiary out of order of precedence* 

m/PA^L executes a fo ™ at that time, the Chief, 

CB/PAD or Chief , FB/CFP, as appropriate, will process the fora,. 

„ CB/PAD will have the individual hand-carry both conies 

o.t the designation to the appropriate Payroll Branch unless the 
_ ari P3.ying for an immediate annuity in which event 
, w 0 ®!.? 6 f0ra t0 CM/KD for transmittal to the 

rmfrrn ^i° F i et i Sr wlth the anr,lication forra * In such cases, 
CAB/ICp will destroy any previous designation of the employe© 

upon i^.s receipt from the Payroll Branch concerned, CB/PAD will 
tion n ^ i ? r ? ?i5/ tn D °t SUCh a d63i >!nation, or a change in designs- 

omhs s™s\s* r r roBrlat9 notaUon in thc e ’ rai °^ ,s 

(c) ra/CH> win forward the fora to the Finance Division 
uniess the staff agent concerned is applying for an immediate 
annuity in which event the fora will be forwarded to CAB/lCD 0 
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(2) Since designations of beneficiary prepared before 
1 September 1950 arc no Xetger reOM, CB/PAD or FE/CH>* as appro, 
priat©* will determine at tha time of th© exit iHfceyviow whether 
or not a designation of beneficiary was assented by the employee 
before that dat«o In such cases* unless a designation was filed 
thereafter* the employee concerned will bs advised to execute a 
new designation* if he currently desires a designation out of the 
OTder ©f precedence* 

9e Processing of Standard Fora 2803* Deslgmt5.cn ©f Beneficiary 

(1) Except when a designation is assented by CB/B8D or FB/CH) 
at tbs time of an employes 8 s separation for retirement (pursuant to 
5d. above)* tha Chief* TR3/&SD is responsible for rezifying that the 
fora is signed* witnessed* dated and otherwise p repa red in aecorfessie®. 
with Civil Service Commission requirements,, 

(2) The official date and time of receipt will be stomped m 

both copies of Standard Fora 2808, Designation of Bemficlaryv b»- 
the Chief* TRB/RSD. * * 

(.3) The Chief* TRB/RSD or the Chief* PB/CH) in the ease of a 
r taff agent will detach tha duplicate copy of tJie fora and fearwaru, 
s.t through administrative channels to the designator far Ms per*, 
toons! records The original of the fora wfU be forwarded to the 
Fiscal or SlnaaoQ Division* as appropriate with an original and 
copy of a transmittal icmoranduao The vmmms&m request t-h« 
Division concerned to acknowledge receipt of the fora on th© copy of 
tha ffiemoraadtsa and to return this copy to TRB/RSD or PB/CFD for filing 
fn tha empire© *s Official Personnel Folder a TBB/BSD or FB/CFD y fi , H 
aaintaia a third copy of the transndttel meaiorandusi in suspense until 
th© Fiscal or Finance Division concerned returns toe acknowledged copy 
whereupon TRB/RSD or PE/GHt will destroy to® suspense copy of the 
nansvaachou 

(4) Tha Fiscal or Finanoa Division* a® appropriate* will, retain 
the original copy of the fora unti l the individual concerned le&vae 
® Opoa separation of ths tbs most yocont Tuat- 1 % 

prepared by toe employee will be attached to Staniard Fora 2806* 
Individual Retirement Record and Standard Form 2817, Regieter of 
Separations and Transfers* for transmittal to tha Civil Service Csa>- 
missies 

6* Applications for Purchase of Service Credit 
e* Regular Procedure 

(1) Employs© applications for deposits or redepesits will be 
submitted t® CAB/ICED on Standard Fora 2803 (or S tandar d Fora 103) * 
Application for Purchase of Service Credit, for assistance and pr;- 
cessing. 

7 

S-E-GJWB-T 

Approved For Release 2002/05/16 : CIA-RDP80-00679A000200030006-7 , 

^ 0PM 60-55 



25X1 A 

25X1 A 
25X1 A 


25^1 A 


CONFIDENTIAL 

Approved For R^J^ase 2002/05/16 : CIA-RDP80-00679A(J2p200030006-7 



(a) Whenever possibles CAB/lCD will execute Schedules 1 sad 2 
of ths form an th© basis of th© iirformatlon available tvtm the ero* 
ploye®*® Official Personnel Folder* The Chief 5 ICD will sign the 
tom. as evidence that the statements in Schedules 1 sad 2 are based 
upon official records of tbs Agency and will fosn^ird th® foam to the 
Retirement Division* Civil Service Cocmiasioa# 

(3) Xf applicable* GAB/IGD will coordinate any security question 
Involved in processing stash applications. 

be Special Rpooedtar© 

Th© Chief j, GftB/ICD will process applications for purchase of 
service credit through eeoura channels in the Civil Service Caamlssicffl 
when aneo ial processing is justified on security grounds* (Reference «*> 

1 Supplement* Civil Service HGtiyomant.) 


7c Voluntary Contributions 


If the office concerned interposes no security objections* an oh$ 3 sya© 
saay Esko voluntary contributions to the Retirement Btesd by submitting directly 
to th® Qivll Servi an Cra^isBi oai Standard Foot 2804, Election to Mai® VeXmtezy 
Contributions (Seal Sections 6c and ?£)„ If this procedure is considered 

by th® office oosdOHWU MS US unsuitable for security reasons* | th® a iiro ll oEtioa 
will bo processed in a secure manner hF CA3/IGD, (Rsferene** ~ | Supple- 

stent* Civil Service Retirement.} Oontsllrotions will m made in xump-su®* aether 
than m an Installment basis* 


Sc R?®c©galhg Applications for Refunds 


S-8 


Regular Rrocedur® 

(l) An em ployee eligible for a refund* as indicated in Section 


63 of [ 3 a0 y as&® application 1 dura' he is absolutely separated 

frea the Federal service by escacuting Standard Foot 28€2, (or Standard 
Farm 102), Application for Refund of Retirement DaducUcaas. If the 
<aapIoyse plans to reenter Government service at scan® future date* he 
should b© infcOTsfl of tha necessity for paying bank the deductions 
plus accrued interest in order to receive retirement credit for tha 
period of service covered by the refund. 


(2) CB/PAD or PD/CH) will aosict interested individuals in pre- 
paring Standard Form 2S02* Application for Refund of Re tlr ament 
Deductions, at the time of the exit Interview. Completed forms will 
ha forwarded to the Payroll Branch of tha Fiscal or Finance Division* 
•13 appropriate* for final processing and transmittal to the Civil 
Service Commission* 
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b* Special Pr©e®dures 


. ., ^ A special procedure may fee used for refund of retirement 
deduo&Sons directly by the Agency whan disclosure of ■Ms© individual e a 

cosmtion wuM abridge security ^udremente, (Accrued interest 
If-r 1 ® 3 this procsdure*) la at&crdane© with tbs agreement 

bebwsea tbs Ageasy and the Civil Service Oesslesion,, t’l® procedure mm% 
Jjjgj® spss&agjF'* All requests for direct refund will be ref erred to 
SP/J 1 ® «* preparation of a msHtoraatat for the signature of 

th® B/fers, approving or disapproving th© requests 


9c He^empltpisHt of Annuitants 


Whenever ooasldorofelan is being given to the so-^jplosEisat of a civil 
somee ffiMifcHfc, the oe» «m to rafted to the omoe $ tte WiSte 
BsTBOismX for appswsl c 


let? Maison with Civil Service CoKalsBlea 


. , ?* «®ee^lai3fc3 vith the request of tbs Civil Service Ocaa&esiea* 

v^al jlaiaon with the Chief, Retirement Division or cleared ecatas&s In tbs 
Division concerning general inquiries or th© seeing processing of IndlvMuaS 
aplioatiom for retirement, purchase of service credit or voluntary earitUnw 

*y a designated employe© of CIB/ICB. This 
^JF 88 ®? 1 ® ethsr cd* the Office of R&rscamal fnra « 

SS? 0 ^ 8 s ® ot>ioas **» Retirement Division, 
14 to carry oat assigned duties and responsibilities c 


Ho InfossiKitioa on Retirement 


Activities 
ac Making Retirerasat Deductions 


Rerferesd b,f CaEptrorier 


foadf? th® p9y ® S ?J? *® eaaP&^s® paid fTota veuefesrad 

nsmoj vh® vises! Division is responsible fear coEQurrenfcly transferrin# 
the -cotal amount of retirement deductions free the CIA appronriationtc 

liLr’ri i S2 i ^ toi iu tha ff \®r &wai7, At the end ofeShLnth, tbs 
522® S^S* 0 I®®*® 3 * 06 a cbe3k * payablo to the Treasurer of the Bhitcd 

^d^of°L^LSSf^ a T B !5 deductions taken torn salaries 

p®M ft«a uuveuohared funds during the period and forward® the check to 
i^o 1* S. Treasury through the Fiscal Division* 


be 


Processing Individual Retirement Records 


J' 1 ! „ wfa ®° an individual enters on duty, TRB/RSD initia te s 
ot^Mard Fom 2806, Individual Retirement Record,, and forwards it 
tc* the fiscal or Finance Division, as appropriate. The Division 
concerned maintains a reoc&d of retirement deductions taken dwiss 
the Individual « 3 employment in the Agency. When an employe© txare- 

£* 2®5 T' 4 ? 1 ?:® 1 *“* ^<nK*ered funds, his Standard Form 2806, 
j-isdividtsl Reidrement Record, is also transferred. 
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i- 'Separates Stm the Ags-asy# the Fiscal 

--■ — Fsm 2306 9 Individual Botirsjsent Reooi’&g, 

am Standard Fora 2607, Register of Separations aafl Tfeansitea,, to 
tb» Civil Ssrvioe Ceassisoion aseept whs a the Office of BanooBel 
obtains these fossae for tmneaittal with a retireasent application, 



X - Eatisrasasafe Benefits at Separation 

2 » SajapX® Letter to Benefi c i ar y Con- 

cerning Death Benefits 

3 « SfiffiipXs Msjso Requesting Kxssiiiaatioa 

for Msabillty Eetlr& Eag fc 

4 « S/TOple. Memo Requesting Medical 

Report. for Ssp*X(5fo® Located outside 
Washington* D(,C« 


Blraafcaa* of SfersomseX 
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